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SENIOR ORGANIZATION AND METHODS EDtAMI&ER 
GS-303-1^ 


I* STATEMENT OF DUTIES AND RESPONSIBILITIES 
*♦ Introduction 

that ° f **“ Bealor organization and methods examiners 
in^ab of the four program areas of the Management Staff. The four 
Pjo^am areas are aa follows* (l) Deputy Director (Administration); 
>?( Oi»«ctor (Plana); ( 3 ) Deputy Director (intelligence),! nx& 

tioasf fiCe ° f Per80nn ® 1 * omce of Gaining, end Off iceof Coaauniea- 

h. Duties end Responsibilities 


( 1 ) 


( 3 ) 


Incumbent is responsible under the general supervision of 
the Aeeietwt Management Officer (or in his absence, the Associate 

far the i» th» area, which 

we the most difficult, complex, or important in terms of the 
■whole management program for the area; e.g. those projects pro- 
jecting across all conpoaente of the area, between Important 
consonants such as senior staffs and major operating ccssoonant®. 
or between headquarters and field 1 — ^ T ^ s , 

-** 4. » fffl. . • ^ 


conjo- 


in aaoition to being of iraygtwjti>fl 


^ at3 ‘ P^CtS, w l,WY I njl TTffi 

^ S f ea ' cover the managewnt func- 

®? eh 06 slower utilisation and systems; procedures, 
SST 1 or^nisation, functions responsibilities, 
authorities, policies, and clarification of relationships; work 
loads, work measurement, and staffing requirements; work simplifi- 
cation; and examination of programs and budgets as developed by 
operating officials for evidence of need for economy of operation, 
overlapping and duplication of functions, or other management 
implications, other projects for which the incumbent Is respan- 
0 e ff® those wklch, while limited to one major component of the 
area, eacoapass all or most of the management functional fields 
cited in the preceding sentence. Ordinarily the broad scope of 
these projects will require the assignment of assistants unless 
such is prevented by the extreme sensitivity of the project. 

(2) The incumbent assists the Assistant Management Officer In develon- 

*2? J 1 *®? foT the ^wement of overall management? 

_ . . a# c^d develops and recommends adjunct programs 

projects to cca^lement and supplement the overall program. 


Acta as leader of other 0 and M examiners and other personnel 
assigned to his task group, such as those from administrative or 
operating components, and J. 0. T.*s, in conducting broad «£- 

veys 8X ^ stu H©E; and furnishes them policy guidance, counsel, 
supervision, and training. 1 counsex, 


/ 



25X1 A 
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00 Reviews report# prepared by subordinates for adherence to estab- 
lished management principles and techniques and for attainment 
of objectives set by the Assistant Management Officer. 

(5) As required, personally handles without assistants, certain com- 
plex and sensitive projects. 

(6) Keeps informed of current and proposed activities and programs of 

a substantive nature through personal contact and review of regula- 
tions, notices, instructions, etc. to determine their probable 
impact on the management program and to recommend establishment 
of projects or changes in program emphasis. 

(7) Provides advice and assistance to officials of the area on general 
sad specific problems and the management implications of proposed 
substantive programs. 

11. SUPERVISION 

a. Supervision is received by the incumbent fro© the Assistant Management 
Officer in the form of objectives to be accomplished, and aceos$slish- 
w»ts are reviewed for conformance to agency and staff policy end 
attainment of the objective through sound conclusions and reccrasasnda- 
tiona. The incumbent exercises a high degree of independence and 
considerable freedom in determining the methods for attaining objec- 
tives mod carrying out assignments; and the need for consultation with 
the Assistant Management Officer for counsel and policy guidance, while 
conducting a survey or study, is left to the discretion of the incumbent, 
unless specifically instructed otherwise. 

b. Several Organization and Methods Examiners and other personnel assigned 
to a project are under the supervision of the incumbent, 

III. SALIFICATION RETIREMENTS 

a. Knowledges 

The incumbent must have in addition to specialized knowledge of O&M 
techniques, a knowledge of management principles for application to 
eenpies, operating situations involved In the more difficult studies 
and surveys. A working knowledge of economics, accounting, statistics, 
bmdget&ag, personnel administration, logistics, and training is required. 
A knowledge of governmental processes, both civilian and military, as 
wall as intelligence methods and processes, is desirable. In the absence 
of such knowledge, the incustoeat should be Able to rapidly acquire such 
knowledge, either in the course of his assignments or in formalized 
training offered by the Agency. Due to the fact that centralized in- 
telligence and clandestine operations ere relatively new and only 
partially documented, and because strict eoapartmeatation is observed. 
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It is necessary for the incunibent to acquire & larger personal knowl- 
edge of substantive operations for use in carrying out projects than 
is ordinarily required In similar type positions. 


Skills 


While operating skill is not essential, a working knowledge of the 
operation and capabilities of office type machines and systems is 
required in order to give general advice and assistance (as distin- 
guished from the specialised assistance of the Business Machines 
Officer) as to their need, production, and utilisation. 

Abilities 

Special writing ability is necessary for preparation of clear, suc- 
cinct reports resulting from surveys and studies. It is very important 
that the incumbent be able to contact high officials, both administra- 
tive and operating, in the area and to maintain smooth and effective 
relationships. Outstanding ability is required in securing concur- 
rences of high officials and resolving conflicts in concepts and 
opinions of operating personnel. Ability to lead not only 0 ft M 
Examiners but other personnel, with diverse backgrounds in. adminis- 
tration and operations, assigned to projects is highly essential. 

Work experience and education 

Experience at a high level, requiring the execution of complex, maoage- 
mast studies end surveys, including the supervision of subordinates 
is essential, fen to twelve years of progressively responsible ex- 
perience in a field closely related to organisation, end methods 
examining in either government or private enterprise is necessary . 
Successful completion of study at an accredited college or university 
in Public Administration, business Administration, Industrial Manage- 
ment, or similar fields may be substituted for experience. 

Physical requirements 

So unusual ones attached to this position. 

Personal characteristics 

Incumbent must have sound Judgment, common sense, tact, resourcefulness, 
perseverance, and forcefulness, and be practical and cooperative. 

Special qualifications 

Hot applicable. 
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If. SS0PE AND EFFECT 

The effectiveness with which the incumbent and hi# subordinates carry 
cut assigned projects, the soundness of advice given officials on 
management problems, and the assistance given to the Assistant Manage- 
ment Officer in formulating plans and programs and establishing projects, 
affect the structure of the agency’s organization* the distribution of 
functions* the lines of authority* the policies, staffing, procedures, 
practices, equipment, methods, and forms employed* which in turn have 
an impact upon the agency’s operations and substantive programs. The 
scope of the incumbent’s work enccqpasse# all aspects of management 
as related to the organisational components, functions, and programs 
of the area. Proper performance of Ms duties and those of Me sub- 
ordinates assigned to hie projects means more effective utilisation 
of manpower in the program area and economies in time end money, with 
resultant increase in effectiveness of the substantive activities and 
programs of the area* conversely, mistakes and errors in judgment would 
result in inefficiency within the area, the unnecessary expenditures 
of funds, and, delay or ineffectiveness of operations. 

y . MENTAL DEMAIDS 

a* The wide latitude afforded the incumbent in determining the methods 
end techniques for obtaining objectives of surveys and studies re- 
quires that he nuet exercise a high degree of ingenuity, resourceful- 
ness, and originality. The fluctuations in the substantive and support 
functions of the agency, the continuing expansion of new programs, ttas 
rapid changes in program emphasis, the lack of precedence, the clan- 
destine nature oi many of the activities, the compartment at ion of 
substantive knowledge, the rigid security restrictions, and the world- 
wide nature of operations, make mental demands on the incumbent far 
beyond those normally found in similar positions in other government 
agencies or private liras . 


b. A high degree of mental concentration is required because of the 
multiplicity and diversity of the problems and the urgent need for 
their expeditious solution, plu3 the fact that projects must bo 
carried out in the physical area of the management problem under 
adverse conditions in many cases. 


c . The lack of precedence in a new organization, the necessity in many 
eases for limned late decisions, and the physical dispersion of organi- 
sational components, requires the incumbent to exercise individual 
Initiative in taking Independent action. The necessity for quick 
decisive action to meet rapidly changing conditions calls for adapta- 
tion of standardised techniques and the origination of new techniques 
to provide practical solutions to pressing problems with a minimum of 
compromise with management theory. 
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d. Tbs incumbent is required to evaluate situations rapidly and accurately, 
develop logical conclusions, and. sake sound, practical rec cmendati one 
to the Assistant Management Officer, or if unavailable, take necessary 
action. Stringent deadlines, crash assignments, and difficult per- 
sonalities generate tension and pressure under which the incumbent 
mat constantly work. 

VI. PERSONAL WOK CONTACT’S 

Contacts are made with high administrative and operating officials for 
the purpose of providing assistance end advice on general and specific 
management problems, developing and stimulating the menagement improve- 
ment program, obtaining concurrences, reconciling differences of con- 
cepts and opinions, initiating studies and surveys, determining shifts 
la substantive programs and activities and their intact on management 
activities, following up on recowajiandations made for improvements and 
as elating in their implementation . 

Contacts are usually personal or in the form cf a conference of appro- 
priate officials. Special problems arise because compartmentati on 
restricts many officials to a narrow knowledge of agency problems and 
because security restrictions and the need-tc-knov principle is fre- 
quently difficult in its application. The incumbent is authorized to 
represent and speak for the Assistant Management Officer within 
established policies and on assigned projects. 

VII. SPECIAL CONSIDERATIONS 

Career service and rotation requires that the Incumbent be familiar with 
a wide variety of administrative functions. Flexibility of the highest 
order is required to be able to take over partially completed projects 
and assignments of the Associate Assistant Management Officer or others 
when exigencies arise requiring rapid changes in work assignments. 

VIII. POSITION PROGRESSION 

The line of progression upward is from 0 Ss M Examiner to Senior © & M 
Examiner, to Assistant Management Officer (or Associate), and laterally 
to other program areas or administrative positions. 

IX. DISTINGUISHING FEATURES 

A distinguishing feature from the other 0 & M Examiners in the area is 
the fact that as Senior 0 & M Examiner, the incumbent is given the most 
difficult, complex, and important assignments, projecting across all 
components of the area or between the more important components. These 
assignments most f requeutly require supervision of other examiners. 

The incumbent is under the supervision of the Assistant Management 
Officer but never under other examiners. Ordinarily, other examiners 
are not expected to develop and recommend adjunct programs and projects 
as a regular duty. ^ 
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